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SUBJECTS 


Exemption of Employees in External Training from Starr 
Ceilings 


IKIDENTIAL 


Xo Questions regarding the exemption .from staff ceilings of employee v 
participating in sxt-erndX training ere being raised as a result of the Career 
Council 11 a dlianwlo? on this subject and their decision to cancel the o&u,or 
Career Development positions on the Table of Organization of the Office ox 
Personnel.-, 

2 0 The Deputy Director (aunport) has approved the policy of exempting 
fro® staff ceilings all employees' approved for full-timo ext.eroal training ; in 
excess of 30 days, Exception from the cellin g count can only be^ffeoted br 


an official personnel action. Regulation Nod □ Tab les ox Qrgaaizatica 

'will be revised to incorporate this policy. Handbook No 0 | t Personnel 

Records and Reports, wiil also be revised to include the procedures for carrying 
out this policy regarding the use of staff ceilings. 

3„ jhitaaud i as the revisions of Regulation No„ | ~1 Handbook 
U 0 | -will t ak e som® time, you are hereby advised that this new exempt ion 

policy for aKpioyses in external training is current3.y effective end may be 
implemented in accordance with the procedures outlined herein . 

4., The appropriate Operating Official vill prepare a Request for Person- 
nel Action, EF-52, indicating in it m 20 the dates of the scheduled training 
for the individual as approved by the Director of Tra in i n g. A Hctiflcn^ lor of 
Personnel Action, Sfc-50, documenting the fact that the employee vill not m 
counted egaii-^t the staff ceiling for the specified period villbe prepared by 
the Office of Personnel. Individual s will be charged against staff callings 
again upon the completion of the training specified on the £F-50o If, for say 
reason the individual discontinues or ocsaplotes the approved training prior ^ yo 
the scheduled cmpletioh date indicated on the SF-5G, the appropriate Operating 
Official has the responsibility of preparing a Request for Personnel Action 9 
SF-.-52 p Indicating that the Individual is no longer in an externa,! training 
status® 

5 „ Attached is a sample Bequest for Personnel Action, SF-SS, which may 
be used as a guide in the preparation of a SF-52 documenting the detail of an 
individual to external training in order that he may be exempt from the stax* 
cel lingo Attention is celled to the fact that the Director of Training 
concur in tho dates of the scheduled training. The Request for Personnel Action, 
SF~52 !f should be routed; to Chief, Processing Section, Office of Training, 11CJ7 
Alcott H&Ilo Official Personnel Folders should got accompany the SF-52® 
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SUBJECT; Sumption of Jto^Loyess in Sxterml Training trm Staff Ceilings 


60 Questions psrUin ng to tha s&aaptioa frca staff callings of 
oyeee in external irainlag or tho procedures outlined heroin my be 
referred to It \ I Deputy Chief « Be odrde and Services 


Division p Office ox rarscnae i, exieasio. 
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